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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. | 


STATINTL 


April 197, subject: Reporting of Ecroneons salary - 
Payments (Vouchered - Employees Only). 


Effective as of this date Administrative Instruction Nos 


‘i: rescinded, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


eee eae STATINTL 


Executive 


DISTRIBUTION: A. i | a pf ht. 
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To aaa " Managenent Officer 6 ue | | * 7 ee : DATE: a8 August 1949 
FROM : | Budget Officer | | opine, Si 
oS sualeck Resesesion of at ist ative Instruction N at ees 
| tas St J mane escission o nistra ve 8 ruc on Oo : | STATINTL 
| ; ae Reference. is made to Memorendun = dated 24 April 1947 STATINTL 
pertaining. to the reporting of erro. cla payments applicable | : 
to vouchered loyees, Memorandum s changed to Admini: ‘ative 

Instruction subsequent to 947, the date on whic. __ oS 

Memorandum ‘automatically rortinted, according to the _ STATINTL = 
| pertinent remarke set forth therein. | | a 
! 2. A review. has ‘been. made by this office and it is not vpeneldarea® 
ce necessary to reissue Administrative Instruction since. aera, 
| ‘the difficulties previously encountered no longer appear to be STATINTL 
Prevalent. It is therefore suggested that the Instruction be - : | 
cancelled, core 
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‘SUBJECT: - 


1. In spite of ae 


clarification. ; . 


necessary adjustment effceted imnedd ately. 


re 
CENTRAL INTELLIGENCE AAOL/ ncENCY 7 
lashington, D.C. a 


P piesa INSTRUCTION 
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Re orting of Brronoous mae Paynents (Voughered sl a Calc yD 
Only) 
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“srterve, UNTEE 30. JUNE aot UNLESS Soon RESCINDED 


the: precautions taken; there” is Sie the possi- 
bility that an overdyyment or underpaynent of salary may be made to an 
enployes. If an enpleyeo recoi.ves any salary.’ paymont which he feels. 
is not correct, or to ‘which he is not entitled, he should imuediately — 
contact the dest mated. Yyaynent and Luave. clerk who will cheek into:the 
circwastances: and contact tho ak ae Roll Unit, Extension 22h9, for 


‘, od 


\ 
2. If an anes aynent has been TA y proper adjustment will be. nade on 


A 
the ormloyce'ts next salary. cHeck. In ale event an overpayment of 


selary has been na fey. the omplgyes. may r choose any ons of the following 
nothods of. nalcin:: TePUNGe \ J 
\ 


Pie n the cheek for cbnecllation. (If this. method is fol- 
lowed, the melons Will receive in, his noxt. pay check his regular bi- 
woekly salary plus. tl he mone: actual hy duc him for the pricr pay period. ) 


b. Retain the erroneous chook’ < make a cash refund imnedi ately. 


a ee ue st. that the orroncous pajuent be deducted from the next 


\y 


a 


= Davos pay roll age prééeduros; ani incorrect paymonit: will 
ventually be discovered. In erder to prove ent a financial. hardship to. 
an employee at a later date,it will be to his & advan te age te have the. 


\ 
POR - THE DIRECTOR OF CENTRAL mt eLLTOR obs 


gxccutive for TFersonnel . 
and Administration. - 


ATPACE SaNTS ¢ F Nene 
DESTRIGUTION: A 


SENUMEDRED PER OTA GENERAL “ORDER = 


EFFECTIVE 30 JUNE 1947, “OIG ME ENORANDA WILL RERATN IN FORCE UNTIL CANCELLED ‘OR 


SUPERSEDED 
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- CENTRAL INTELLIGENCE AGENCY. 
-. Washington, D, C. 
et STATINTL — 


| ADHTYISTRATIVE moran agin Sip duga ge 19h9 ae 
Pe eee Ne - ~ STATINTL 
SUBJECT: Rescission of Administrative Instruction as | 
dated 2h April 1947, subject: Reporting o ‘neous 
7 Salary Payments (Vouchered Employees Only). 


| | em ote  -STATINTL 
_ “Effective as of this date Administrative Instruction bas) ae 
Pe Sal is resainded, | + | 


BOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 
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~ STATINTL 


of SUBJECT: fiesorting of Erroncous som Payments (Vouchered Bpsyoos 


only) 
‘EFFECTIVE UNTIL 30. JUNE 1947 UNLESS SOONER RESCINDED 


1. In aoite of all the precautions | taken, there is always ‘the possi- 7 


 pAlity that an overpayment. or underpaynent - of salary may be made to an 
_. employee. If an employce recoives any salary payment which he feels 
. is not correct, or to which he. is not. entit tled, he should imiuediately 


contact the desirpnated paymont and leave’ clerk. who will check intottho - 


circumstances and contact the ene Pay Roll Unit, Extension eles for 


clarification. 


alte If an underpayment has beon made, propor austin all te ee é | 
the employce's next salary check. In the event an overpaynient of cs 


salary has been made, the empLoyeo may choose any one of the fol owane 


HigwOnS of Pane refund. 


“Be omen the check for ca acellation. (re this method is fol-. 


lowed, the employce will receive in his next pay check his regular bi- 
aaa salary Pie the | money actually duc him for ae prior pay period. ) 


b. Retain the erroneous check and make a cash refund immediately. 


Ce Request that Ge erroneous payricnt be deducted: from the next 


salary checks 


3.e Through pay roll audit procedures, any incorrect payment wil 
eventually be discovered. In order to prevent a financial hardship to 
an employee at a later date, it will be to his advantage to havo the. 
necessary adjustment effected imnodiately. 4 


FOR THE DIRECTOR OF CENTRAL INTELLIGHNCES . 
| | | STATINTL 


| Exocutive for Personnel 
and iidministra BUeobs 


"Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010044-5 ae 


